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ABSTRACT

They are different view on the role and performance efficiency and effectively of personal secretaries in WAEC and NECO, in Enugu. They fail to recognize that secretary  is an important past in any organization and that her contribution and effeteness always ensure success and progress in the organization.


The study investigated the role and performance efficiency and effectively of personal secretaries is WAEC and NECO, Enugu .


The population comprised sixty (60) secretarial in WAEC and NECO Enugu.


The researcher made use of questionnaire it was discovered from the analysis of the takes that some individual employer and organization and the general public are ignorant of the role of secretaries in their respective organization and this led to secretaries not performing efficiently and effectively. The recommendation was that seminars and conferences should be given and also in - service training in order to develop their knowledge and experience on their profession.


In conclusion, the boss should delegate some of their duties and good incentive to them they should also provide enough tools available for the achievement of the organizational goal.
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CHAPTER ONE
INTRODUCTION

1.1 BACKGOUND OF THE STUDY

The development of secretarial profession in Nigerian, started during the days of colonial administration in Nigeria. 


This however, does not mean that there was no form of secretarial service before the coming of the European people. 


The early man’s record of events was not written down rather it was through oral transmission because people could neither read nor write.


The advent of colonial administration in Nigeria brought a bid change in the situation. 


They came with western education and established so many schools which still from the ground for many Nigerian to attend school. Typewriting was introduced together with Pitman’s shorthand.


Following this rigorous innovation, a lot of improvements have been made in the training of secretaries and it is therefore necessary to distinguish between a typist, a shorthand typist and a secretary.


A typist is a junior worker or staff member, whose main duty is to type manuscript or handwritten drafts, while shorthand typist is a skilled worker who combines the skills of shorthand writing with that of typewriting.


A competent secretary combines shorthand and typewriting skills with ample knowledge of secretarial duties. He deals with correspondence, keep records, make arrangement and appointment for a particular member of the staff he is an indispensable, an alter ago, the company cannot do without, since secretarial profession carries a lot of responsibilities especially, now that more sophisticated equipment are introduced to facilitate the work of the secretary. It is the duty of a secretary to attend the company’s meetings, secretaries, from another perspective are those that are attached to the executives, to help the executives carry out certain responsibilities. The secretary efficiently and effectively render proper returns and gives notification to the commission required under the company’s act.

Existence of electric electronic typewriter and computer has been designed to increase the work processing, spread sheet application.


The programme are in corporate in the performance of secretarial task, their roles have been defined critically to accomplish the objective of the organization. The realization of the goal of the organization is determined by the efficiency and effectiveness of the organization manpower resource. 


Human efforts, therefore, is central to the attainment of any organizational goal.


We all know that the purpose of any organization is to provide communication service and records, for this reason no big organizing or establishment such as West African Examination council (WAEC) and national examination council (NECO) will be able to exist and function well without a goal secretary. WAEC have the function of

· Printing question papers for the West African examination council

· Coordinating 

· Distributing

· Recording

They are in charge of result of the general certificate of education
· GCE
· RSA

· WASC

They store information especially, result so that anytime a candidate needs them it could be retrieved and given to the owner following some laid down procedures.


National examination council (NEO) is another establishment that is concerned with co ordination school certificate examination.


The examination is equivalent to general certificate of education (GCE) and west African school certificate (WASC). Any candidate who posses the certificate can obtain admission into any higher institution of learning in Nigeria. 


West African examination council have branches all over the west African sub region. They are one of the first organization that began to use computer in their offices due to the degree or volume of work involved in the organization. Since the major work of the WAEC is keeping information for record purposes, it cannot do without a secretary whose major work is recording and processing of information.

For efficient work to be done, there must be division of labour where some will be devoted to administration of office work an efficient organization must provide its management with good planning, effective information system and control.

Today office work is becoming more and more tedious and complex and because of this, the importance of secretary in an office has been recognized as she assists the executive in performing administrative roles.

1.2 STATEMENT OF THE PROBLEM

Is the show room of every organization? They occupy top position in the business world and play important roles I the economy and management. 

The modern technology brought a great challenge to secretaries by relieving them of fatigue and problem.

Notwithstanding, some people make some scandalous and disparaging comment about secretaries. This is because they categorize typists, clerks with professional secretaries as eh same. Some people who are less qualified are employed by the executive as secretary.

Some of them are appointed as secretary but have not undergone any secretarial training in order to perform their duties efficiently and effectively well.

At time, it is difficult to determine what actually the duties of a secretary are carrying out their function.

However, it is true that the impact of secretaries are being felt but mot of them are not given the rightful place or position due to them. 

Some of them resigned their appointment due to ill – treatment given to them in terms of salary and other incentive.

Some said that secretaries do not contribute to the achievement of objective in an organization. Some said they are more typist and nothing more. Whils om said that they are products of commercial schools who are not all that educated.

They neglect the worlof sectaries by not funising their office for them, and all these ill – treatment are discourage.

The introduction of office such equipments as computer and modern technology came with its own attendant problem.

Some secretaries who are not computer literate were retrenched, some went back to school to be retrained while some lost their jobs because their employers felt that computer could now perform more complex jobs and also have more responsibilities.

It is in the light of the above statement therefore, that the researcher intends to examine the actual impact of secretaries in the organization and to discover the dynamic roles of secretaries.
1.3 PURPOSE OF THE STUDY

The main purpose of this study is to determine the roles and performance efficiency and affectivity of personal secretaries in the West African examination council (WAEC) and the national examination council (NECO) office, Enugu specifically, the study is to:

·  Find out the role of secretaries in WAEC and NECO office, in Enugu

· Find out if secretaries are efficient and effective in performing those roles

· Determine if secretaries encounter problem in performing those roles.

· Determine if those roles contribute to the operational success of these establishments.

· Make recommendation on how to make secretaries more efficient and effective in their duties.

1.4 DELIMITATION OF THE STUDY

The study determined only the roles and performance efficiency and affectivity of personal secretaries in the West African examination council (WAEC) and the national examination council (NECO) in Enugu state.

1.5 RESEARCH QUESTION

The following research question were formulated to guide the study

· What far are the secretaries perform in WAEC and NECO offices in Enugu?

· How far are the secretaries efficient and effective in performing that role?

· What problem do secretaries encounter while performing those roles?

· How far do the roles contribute to the operational success of these examination bodies?

· What recommendation is necessary to make secretaries efficient and effective in performing their duties?

1.6 SIGNIFICANCE OF THE STUDY

The finding in this research work are of immerse significance with the following

· To contribute to the existing literature in the area of study

· To help secretaries understand their roles in an organization

· To help administrative executive understand the function of secretaries so as to make the best use of them

· To enables secretarial students understand the roles of secretaries in an organization.

1.7 ASSUMPTION OF THE STUDY

The assumes that if secretaries understand their roles, there will be more effectiveness and efficiency in their duties. They will also contribute to the growth of such organization, in Enugu state and help to achieve the organization set objectives. 
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